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NEW PERSONNEL

1. New Personnel

New employees and CIA employees reporting for duty as transfers
from another CIA Office, will be required to furnish all items of
information included in the body of the Personnel Information Card
form,

In the first open space "State Type of Change Here" new appoint-
ments will enter YE.0.D.". Transferees will enter "E.O0.D. - Trans-
fer",

Administrative Officers or designated personnel will check the
question as to whether the employee's name is to be included in the
CIA Telephone Directory. :
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The new cards will be forwarded by Administrative Officers to the
Machine Records Branch for preparation of Master and Office file cards.

?he Office file card, shown below, will be returned to the employee's
Administrative Office for inclusion in the Office file. It will be
retained therein until affected by a change or deletion.

Example: Office File Card. 25X1
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2. Changes

When any one of the items of information on a card is affected
by a change, the card affected will be withdrawn from the Office
file and the new information will be entered in the appropriate
space(s) on the card. The card will then be forwarded to the
Machine Records Branch by the Administrative Officer.

Upon receipt of the "Change" card the Machine Records Branch will
process a new Master and Office file card and return the new Office
file card to the employee's Administrative Officer for inclusion in
the Office file.

Only the statement as to the type of change, the reporting date
and the items of information affected by the change will be reported.

Examples showing how various types of changes are to be reported

and examples of the new Office file cards reflecting the reported
changes, follow:
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DELETIONS

3. Deletions

Master and Office file cards will be removed from the files when
“an employee resigns from the agency or is transferred from Washing-
ton, D. C. headquarters.

-~ When such resignations or transfers occur, the Office card will
be withdrawn from the Office file; a statement such as "Resigned",
"Transferred to field" etc. will be entered in the "Remarks" space
on the card; and the card will be forwarded to the Machine Records
Branch.

Tt should be noted however, that this procedure does not apply
when an employee is transferred from vouchered to unvouchered funds
and .remains in Washington, D. €., headgquarters. Such cases are
processed in the same manner as Inter Office transfers.

Upon receipt of a deletion card in the Machine Records Branch,

the Master card is withdrawn from the Master card file and 25X1
destroyed.
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